
 CAPITALIZATION:  TITLES OF PERSONS 
 
 
GENERAL:  The GPO Style Manual (GPO) recommends not capitalizing job titles unless they 
immediately precede names (Director Pete Townsend, Chairman Bill Grant).  Beyond this, 
certain titles are always capitalized, regardless of their position or whether they appear alone or 
with a name [e.g., titles of heads or assistant heads of state and titles of heads or assistant heads 
of existing or proposed National governmental units (for more information, see GPO chapter 3)]. 
Many style guides now recognize that within organizations certain job titles, by agreement, are 
capitalized in internal documents.  Thus, the following has evolved as the style for capitalizing 
position titles in DOE directives.   
 
 RECOMMENDED CAPITALIZATION FOR DIRECTIVES 
 
 CAPITALIZED     

  NOT CAPITALIZED 
 (unless immediately preceding a name) 

   
Secretary of Energy  heads of Departmental elements 

the Secretary  heads of field elements 

Acting Secretary  heads of program offices 

Assistant Secretary 

Deputy Secretary 

Under Secretary 

 directors (e.g., director of the Office 
of Energy Research; director of the 
Office of Management, Budget, and 
Evaluation) 

Secretarial Officer but cognizant Secretarial Officer 
program Secretarial Officer 
lead program Secretarial Officer 

  chairman, woman, person (of a 
committee, board, etc.); chair 

  committee head 

Chief   

Assistant Chief   

Chief Counsel (DOE) but field element chief counsel 

Chief Financial Officer  field office manager 

Chief Information Officer   

   
Administrator (NNSA) 

Equivalent to Secretary 
  

Administrator of Nuclear Security 
(NNSA) 

  

General Counsel (DOE)   
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